	
	
	



Below screenshot shows the one drive tool that I have to upload the files and share the files. [image: ]


Below screenshot shows the word tool that I have used for writing
[image: ]


Below is the outlook tool that I have used to send email
[image: ]
I chose my Outlook work as the first part of my portfolio because it helped me improve how I communicate in digital settings. During the module, I got more comfortable with using email and learned to manage messages in a more organised way. At first, I was not fully comfortable with all the different options available in Outlook. I needed some time to figure out where the various features were and how to use them properly. After some practice, I became more confident and could handle basic email tasks with less support.
The second piece in my portfolio is Microsoft Word. This was helpful since Word is a tool that can be used for many types of written work. I practiced making and formatting documents and learned how to present information so it is easier to read. One thing I realised is that a good document is not only about the words it contains. The layout and formatting matter as well. Using headings, spacing, alignment, and other formatting tools can make a document appear more organised and professional. This is especially important when preparing assignments or documents that others will need to read.
The third tool I chose is OneDrive. OneDrive helped me see how files can be stored and accessed online. I learned how to organize files and folders, and how cloud storage can make it simpler to access my work from different devices. I think OneDrive is especially helpful because losing an important document can cause a lot of problems. Saving my work in an organized cloud location gives me another way to keep track of my files. I also learned that files can be shared with others when needed, which is useful for group work and collaboration.
I believe this skill will be valuable for me in the future. I can use Outlook when communicating about my studies, reaching out to tutors, or handling work-related messages. It is also a useful everyday skill since email is such an important way to communicate.
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